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This manual is for non-QVF users who are required to use the Elections Management Portal (EMP) to track
absentee ballot activity. The Elections Management Portal also allows the look-up of registered voters
througout the State, the ability to generate a ballot for military and overseas voters, and provides for the
download of the Electronic Pollbook software and upload of the EPB Voter History file. This manual may be
found on the Bureau of Elections website at www.michigan.gov/elections - Information for Election
Administrators.
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Introduction to the Elections Management Portal

The Elections Management Portal (formerly known as state-wide look-up) was modified in August of 2012 to
give jurisdictions unable to access the Qualified Voter File (QVF) or QVF Lite the ability to track absentee ballot
activity. This modification was in response to the federal Military and Overseas Voters (MOVE) Act and the
requirement that all military and overseas voters be allowed to check their absent voter status through a free
access system. Using the Michigan Voter Information Center (MVIC — www.michigan.gov/vote) all voters may
track the status of their absent voter ballot as long as local jurisdictions have entered that information into the
QVF, QVF Lite, or the Elections Management Portal (EMP). As of August 15, 2012, local jurisdictions are
required by PA 270 of 2012 to enter absent voter application and ballot activity for all absent voters into one of
these sources.

Key Points

Y Ability to Search for Voters Registered within the Jurisdiction as well as State Wide
The EMP allows for use of the internet to search the QVF database to locate any registered voter within
the State.

¥ Ability to Track Military and Overseas Status
Military and overseas voters require extra identification. The EMP allows the recording of the data
required to be reported for military and overseas voters by the Election Assistance Commission (EAC).

¥ Ability to Generate a Ballot for a Military or Overseas Voter
Military and overseas voters must be sent some form of ballot 45 days prior to an election if requested more
than 45 days prior to an election. The EMP can be used to generate an emailable ballot to send military
and overseas voters who have requested their ballot via email. In addition, the EMP ballot may be
printed to fax or postal mail a ballot when precinct ballots are not available in time.

¥ Ability to Track All Absent Voter Activity for Each Election
Jurisdictions without QVF or QVF Lite access are now required by law to enter absent voter activity into
the QVF database. The EMP allows jurisdictions without QVF or QVF Lite to use the internet to comply
with this requirement.

¥¢  Ability to Run Various QVF AV Reports
As in QVF, the EMP allows a jurisdiction to print absentee ballot reports to show the information
entered into the ballot tracking application.

¥ Ability to Import and Export the Electronic Pollbook Software — *New* functionality added in July 2013
Jurisdictions without QVF or QVF Lite access may use the EMP to download the Electronic Pollbook
software for use on Election Day. In addition, those same users may upload the EPB Voter History file
directly into the EMP.

Y Ability to View the QVF Street Index
Jurisdictions may view the QVF street index for the entire state in the EMP.

Important Considerations

Use of QVF, QVF Lite, or EMP to track all absentee ballot activity is now required by State law. The EMP is
being provided to jurisdictions without QVF or QVF Lite to enable compliance with this law. In addition, military
and overseas voters must be properly tracked by federal law.

The EMP ballot is generated by the QVF E-Wizard. The E-Wizard is where all candidate and proposal
information is entered into QVF for the EMP to create a usable ballot in the event ballots are not available by
the MOVE Act absentee ballot issuance deadline. If errors are found, contact your County Clerk immediately.
And always remember that the EMP ballot should be used when regular ballots are not available 45 days
prior to the election.

More information on military and overseas voters and the MOVE Act can be found in the Military and Overseas
Voters Manual.
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Logging into the System

Using your internet browser go to https://webapps.sos.state.mi.us/QVF and log into the Elections Management
Portal (EMP). If you do not have a user name and/or password or your account has become inactive, contact
the QVF Help Desk at 1-800-310-5697 for assistance. If you have entered your username and/or password
incorrectly five times in succession, the EMP will lock your username’s access for thirty minutes.
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To login to the EMP: _ lections
[Janagement
1. Enter the url into the P"
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2. Enter the Username and
* % k X
3. Click Login or press Enter
Hint: Bookmark this esswum seessns
Webpage for futu re access. By clicking the LOGIN button you certify that you accept
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Searching for Voters

The EMP allows a jurisdiction access to the State of Michigan voter registration database (QVF). Portions of all
registered voters records may be viewed. This can be a helpful tool for various voter registration functions as
well as assisting voters in finding where they are registered to vote when they are not found in your jurisdiction.
In addition, the EMP gives

access to a jurisdiction Department of State <iumviet
without QVF or QVF Lite to e
their voter database.

Ruth Johns6n, Secretary of State

Welcome, VANDERROESTV | Cl

Web Site

Voter Search

Elections Management Portal —

To look up the voter: Permanent AV Search 0 Inbox. 161
........................ ats Criteria
. - SR [7] Active [¥] Challenged [ To Be Verified
1' SeIeCt Status Crlterla [JCancelled [CJRejected ‘Dperm AV's Only
2. Enter Search Criteria
3. CIICk SearCh iing easlc Search Criteria
4. Click the arrow to the left || HEra voterD/OL: County: [ Al
y Last Mame: | Contains mcq Jurisdiction: | BOHEMIA TOVWNSHIP - 09460
Of the VOter S name to First Name: | StartsWith g District Type: | All
expand the SeIeCtlon Or Middle Mame: |Is District: | All
click the correct voter’s DoB: Y
name to display all [5)
information
K A Show| 26
|m portant Note When Full Name DLN DOB Status :5”"
Searching, use the drop ou MCQVF, GARY OWEN 1357888999444 11/08/1942 v
down (ShOWﬂ bE|OW) to limit Vater ID- 440000632 Address 1- 27801 DISHNEAU RD
or expand search options. Reg Dete: 1/1612008 Address 2 MASS CITY M 49918
Gender: M County: ONTONAGON
MVIP: N Jurisdiction: BOHEMIA TOWNSHIP
First Mame: |Is
Ed mcavF, GAvIN REED MPFTTETTETTEIT  0G/20/1982 A
County” | Contains E4 wvcave, GEORGE DAVID M4EETES123012  04/01/1834 A

Jurisdiction: |StartsWith
EndsWith
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Voter Information
Selection of the voter brings up a variety of information regarding the voter’s registration and status.

Review the screen:

Voter Status

Voter information

UOCAVA Status — if the voter is a military or overseas voter that status will be listed

Clerk Information

Permanent Polling Location Information

Upcoming Election — the next election the voter is eligible for will be listed including an alternate polling
location in the event of consolidations or temporary changes

g. District Information

~Po0TY

Welcome, VANDERROESTV | Cloned as: FVSULKANENE0S460

Elections Management Portal Exit Cloning
Inbox: 161 | My Profile | Sign Out

Qluter Status: Active

Dymo Label MOVE Ballot

@ Voter ID: 4001209416 DLN: M456789123012
Full Name: GEORGE DAVID MCQVF

DOB: 41171934
County: ONTONAGON Jurisdiction: BOHEMIA TOWN SHIP
Registered Date: 12/9/2002 MVIP: N
1D Confirmed: ¥ Gender: M
Address: 1700 STATE HIGHWAY M38 MASS CITY MI 49948
Mailing Address:
Email: Permanent AV:

UOCAVA Status

o None Military

Clerk, Polling Location and Election Information | [ AV Information ',

Overseas Civilian Overseas (Legacy)

Permanent Polling Location

glerk Information
MName: ELSIE SULKANEN Location: ROUSSEAU TOWN HALL

Title: CLERK Address: 572 ROUSSEAU RD
Address: 572 ROUSSEAU RD MASS CITY MI 49948
MASS CITY, MI 49948 9738 Contact Person: ELSIE SULKANEN
Phone: Title: CLERK
Fax: Phone: 906-883-3466
1 Email: Fax:
MERIT Email: bohemia-tw@miqvf.org Name: BOHEMIA TOWNSHIP

Election Informati

o Description: OCTOBER TEST GENERAL

Contact Person: ELSIE SULKANEN

Date:
Polling Location:

Address:

Precinct:

Precinct:

10/31/2013
ROUSSEAU TOWN HALL

572 ROUSSEAU RD
MASS CITY MI 49948

000M

District Information

County: ONTONAGON

Jurisdiction: BOHEMIA TOWN SHIP

Ward:

-

Village:

County Commissioner: 2nd District
State House District: 110th District
State Senate District: 38th District
US Congress District: 1st District

Title:
Phone:

Fax:

School District:
Intermediate School:
Community College:

Library District:

Court of Appeals:
Circuit Court:
Probate Court:

Probate District Court:
District Court:
Municipal Court:
Municipal District:

CLERK
906-883-3466

ONTONAGON AREA SCHOOLS
GOGEBIC-ONTONAGON ISD

COURT OF APPEALS DISTRICT
1

32ND CIRCUIT COURT
ONTONAGON COUNTY

" PROBATE COURT

98TH DISTRICT COURT
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Editing Information in the EMP

Voter registration information must still be entered into QVF or QVF Lite. A jurisdiction without QVF or QVF Lite
will still need to work with the County Clerk to enter and edit voter registration information. However, the EMP
does allow a jurisdiction to edit information that pertains to military and overseas voters (UOCAVA) as well as
add voters to a permanent absent voter list.

VOTEr Statls. MOTve

Dymo Label MOVE Ballot ‘

Voter |

Ful |
To Edit: Count;
Registered Dat, Voter ID: 4001209416 DLN: M456789123012
. . Full Name: GEORGE DAVID MCQVF DOB: 4/1/1934

L CIICk Edlt . County: ONTONAGON b Jurisdiction: BOHEMIA TOWNSHIP
2. Enter Email address or | o jicioreq Date: 120912002 MVIP: N

check the Permanent ID Confirmed: ¥ Gender: M

AV box depending on Address: 1700 STATE HIGHWAY M38 MASS CITY MI 49948

the action being taken Mailing Address:
3. Select the UOCAVA eEmaiI: |mi|itarw0ter@email.com| | Permanent AV: []

status (if necessary) _UOCAVA Stat
4. Click Save

Mone @ Military (O Overseas Civilian O Overseas (Legacy)

Other Options — Signhature and Dymo Label

The EMP will display the voter’s signature for use when comparing absent voter application and ballot
signatures, petition signatures or simply for comparison with a new voter registration form.

VOTEr STatls. MUTve

| 1 S |
Voter ID: 4( r
Full Name: G
. County: O Voter's Si t

To Display a Voter’s Registered Date: 12 b
Signature: e

1. Click Signature g g’gmamyg

2. View the Signature that pops up

3. Click the X in the upper right hand

corner to close the window

To Print an Address Label with a
Dymo Label Printer:

Click the Dymo Label button (seen below):

[ Dymo Loberss
3

If using, Internet Explorer 10, turn off
ActiveX Filtering by selecting Tools —
ActiveX Filtering.



Generating a Ballot for a Military or Overseas Voter

For full instructions on Military and Overseas Voter ballot issuance, refer to the Military and Overseas Voters
Manual.

VULET SldIUs. MULIvE

ED

Voter ID: 4001209416 DLN: M456789123012
To create the EMP ballot: Full Name: GEORGE DAVID MCQVF ST
County: ONTONAGON
1. Inthe voter's Registered Date: 12/9/2002
information screen, click R
MOVE Ballot mlx Name: Ballot.pdf
2. ClICk Open £ Type: Adobe Acrobat Document, 168KB

From: hct231webddw901

e Open ][ Save ][ cCancsl |

= | While files from the Intemet can be useful, some files can potentially
\g

N harm your computer.  you do not trust the sounce, do not open or
= save this file. What's the risk?

_jj Create - ;;\_;j Combine ~ J‘J Secure ~ _/ Sign * @ Forms ~ } Comment ~
£ h o B B S
[} H ==’ Q’ 1l/8 Ik \_‘J, ’“ & ® w0% - = ﬁ:j

Reviewing the EMP ballot

The ba||0t, Votlng InStI’UCtIOﬂS, and VOter EI Please fill out the following form. If you are a form author, choose Distribute Form in the Forms menu to send it to your recipients.
signature certificate will be created into a
single .pdf file, like the example to the
right.

MILITARY AND OVERSEAS VOTER BALLOT
State Primary Tuesday, Augusta?, 2012 an Buren Coundy, hichigan

[ PARTIS AH ]
WOTE ONL OHE FARTY SECTION

[ ten] Rmublgican [emoraing. Dmamic
= | o

Review the ballot to ensure it is the
correct ballot for the voter and the

X 3 ) CONGRE SSIOHAL CONGRESSIOHAL
offices listed are correct. If an error is UNITED STATES SENATOR DRITED STATES SERATOR
found, contact your County Clerk as i © i

) . . Gary Glenmn O (=)
they'll need.to make the correction in T
QVF’'s E-Wizard. ———— g | kel

 Repudlien Mia Ol O
o s
REPRESE I;"[hﬂl}':gE"{IIIC?ONGRESS TEGISLATIVE ©
Vote for not more than 1
I—I hosgrai S | REPRESEHTATNEIN STATE
i Vot Tor el rbvghan
See the next page for detailed Ty — s

instructions on how to print, fax, or
email the .pdf ballot.

REPRESENTATIVE IH STATE | L IO |
LEGISLATURE

PROSECUTING ATTORHE ¥
B6th DISTRICT
Vote for not than 1 Vote for not more than 1

Aric Nﬁ_biﬂ o <
Republican SHERIFF
o Vote for not more than 1
[ COUNTY | <

PROSECUTING ATTORHEY CLERK
Vote for not more than 1 Vote for not more than 1
[=)

Mchzel | Bedford O

fzoupioen TREASURER
e e © | Vote for not more than 1 |
o [e]
SHERIFF REGISTER OF DEEDS
Vote for not more than 1 Vote for not more than 1
Dae R Gibler O [=]

_ Republican DRAIH COMMSSIONER
(=) Vote for not more than 1

[ . CLERK =
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Printing or Faxing the EMP Ballot Request

r

If a military or overseas voter has requested | - *
his or her ballot via postal mail but physical ) e+ B comvie + @) seare = A s~ 5] Foms -+ (5P comment -
ballots provided by the County Clerk will not be o k o 3 B @
a.va|lable'pr|0r to the 45 day ma|I|r!g deadline, = = 3 e IR & @0 B -
simply print the ballot.pdf created in the
. . =| Please fill out the following form. If you are a form author, choose Distribute Form in the Forms menu to send it to your == =
Elections Management Portal. After following = redient. e [ et
the steps provided on page 7, print the ballot by:
1. Click the Printer button = prer 1
2. Cllck OK a Mame: \WHCS084VSNAPFO11'S0S_AB1P08_RIS00 c
Status:  Read omments and Forms:
E Type: RICO: Aficio MP 5001 PCL 6 Document and Markups
After the ballot has printed, place all six pages A Fontrance Frevien: Camposie
into a military/overseas absent voter ballot 3 ggt,rm, f e ’
envelope, including the return military/overseas [ O Current page
absent voter ballot envelope and mail to the o=
VOter' 1 EV:EFSE ages
[ S
. . Copies: 1 1
If physical ballots are available follow regular [ Pa;mm —
absentee ballot issuance procedures. = R
[:
L [[] choose paper source by POF page size
If the military or overseas voter has : e
requested his or her ballot via fax, follow the i s s Zomm £ 55%
. . . - . [Cprint to file . :
printing instructions above and fax all six pages ] :
. 1/6
to the telephone number provided by the voter. 0 :
Ensure the ballot was transmitted and retain a Y (oo ] [ pdvorced | [ sumorize conment @ =
copy of the confirmation page. [ e afBiiin, || CHBEES
T\e Edit View Document Comments Forms Tools Adva
I Qpen... crlvo |, @ Forms * [ Comment +
QOrganizer 3
I rea ortfolio Ik o m ﬁ %
E-mailing an EMP Ballot Request o et N — .
. 3:_:/: % E #) | 75% |- |§\ EZI -
If the military or overseas voter has requested & Create POE :
.ﬁ‘gcamhma » |, choose Distribute Form in the Forms menu to send it to your E—'nghtﬁelds

their ballot via email, follow the instructions =
below to prepare and send an electronic ballot 65”5

to the voter. " r—
&1 Export
To save the EMP ballot: -
Close
1. C“Ck Flle Properties
2. Click Save As... Print Set
3. Select a folder to save the ballot in and ol S |G WOE
name the ballot for easy identification. ‘*:C“’\; e
4. Click Save 2.y Mot
3c..\1 =
4.\ LB
i . 5CA..\ Desktop
Use MERIT email to email the ballot. Full o
instructions can be found in the Military and
N Documents
Overseas Voter Manual for Election N
Administrators. il
a
My Computer
\1} Fores

D
My Network Save as type:

TREASURER
siock for notm are ran 1
i Ui

o
COUNTY COMMISSONER
ST DISTRICT
wob fornotm ore bisn 1
=) —

Ctrl+5
Shift+Cirl+5

ILTARY ANDOVER
2 v B

S8ELE WOTER BALLOT
n G sunt Michigan Paw Pow Towretin Preanc 1

e
more than 1

P YT TR=)

&aﬂm pdf

Adobe FDF Fies (* pdf)

o

4 e
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AV Information — Ballot Tracker

The EMP allows users the functionality of QVF to assist jurisdictions with issuing and receiving both absentee
ballot applications and absent voter ballots. At a minimum, jurisdictions must use the AV Information portion of
the EMP to enter when absent voters were sent applications, when the Clerk received the application and sent
the ballot, and when the Clerk received the absent voter ballot back.

- : Signat
Sending Absent Voter Applieations — —
The EMP can be used to send Voter ID: 4001209416 DLN: M456789123012
voters AV applications and must Full Name: GEORGE DAVID MCQVF DOB: 41171934

: County: ONTONAGON Jurisdiction: BOHEMIA TOWNSHIP
be used to track VIYhICh voters Registered Date: 12/9/2002 MVIP: N
were sent an application. D Confirmed- Y Gender M
Address: 1700 STATE HIGHWAY M38 MASS CITY MI 49948
To track and/or send an Mailing Address:
absentee ballot application, Email: | Permanent AV:
look up the voter and: _UOCAVA Status

Mone Military Overseas Civilian Overseas (Legacy)

1. Click the AV Information tab |-
Clerk, Polling Location and Election Information q AV Information

2. Select the Election Date

~Search Criteria

3. Click Search Election Date 1: | 11/5/2013 - NOVEMBER CONSOLID/
Election Date 2: |

“®

4. Click Send in the AV

Applications box " m

5. Select FPCA (if applicable, V Applications
see Military and Overseas
Voter Manual)

Print Dymo Labs] Generatz Prinis

6. Verify Sent date is correct

.--Aé’catiun Informati - end To Address
Is Line 1: [ 1700 STATE HIGHWAY M38 |

Line 2: |MASS CITY MI 49948

7. Edit the Send to Address if
the voter has requested the
application to be sent to an

ent: |10/3/2013

Line 3: |

(¢ (¢

. Received:
address outside of the scshed:| Line 4:
T J < ——
jUrlSd|Ct|0n Reason- = Line &: |: Generate Prints

8. Select a UOCAVA Status (if
applicable, see Military and

Fe) OCAVA Status _~AV Application Type

Overseas Voter Manual) © Standard
O Preprinted
9. Click Save or Save and O Post Card
O BackSide

Generate App if printing apps
from the EMP

11aenerate
= =

If print applications, continue —

by: De you want to open or save this file?

.E[ Name: 5530028145192_2012-08-09_095405.pdf !
Haske Type: Adobe Arobat Document
From: 136.181128.19

10. Select AV Application Type

11. Click Generate @ oen | [ save | [ Cancel

12. Click Open

|~‘ While files from the Intemet can be useful, some files can potentially
am your computer. Fyou do not trust the source, do not open or
hi uter. Fyou do not trust th do not
save thisfile. What's the risk?




Printing the Application
Once the .pdf is open:

1. Click the Printer button
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[

2. Ensure the proper printer is selected and click OK
3. Close the window by clicking on the red X

|

Do £

Combine ~ M} Seare - f Sign ~ Forms « (7 Comment ~

(L SRCTR (TR

>
&B BN R

& &) |75%

=

oty andrsbom o App lication for Absent Voter's Ballot tgpravedby
MARTHA HALSEY - CLERK

BENTON TOWNSHIE

5136 WINDSOR HWY
FOTTERVILLE, NI 4857%

ELECTION: 11/6i2012

Az 3 duly qualiied and registersd electarin the County of EAT ON, Jurisdicion of BENTON TOVUNSHIP, State o Fhichigan, | hersby make application
for afficial ballot, 1o be wted by me at the above indicated election.

AARON DOUGLAS SMITH

7850 N COCHRAN RD Print ﬂ
CHARLOTTE MI 48813
Printer
[P [\ HCs0B42vSNAPFO 111505 _AB1P0B_RIS00[™]
Tam 60 years of age or oler, Status: Ready Comments and Forms:
Check Legutiobedbratfonthe conmdyd  rype:  RICOH Afico MP 5001PCL 6 Document and Markups [+]
Resar T physicallyurable wanad e ol
[ 1cmmotamerdthe polls becase of the ted Print Range Preview: Composite
& Ihame besnuappotitedun slection rec b Al v y
E T carmot sterd the polls becme Tam ® s & A

) Current view

3

e

Tdedare

SIGN
HERE

g X
HOTE: Michizm Inwrequies that £ ¥ Ballots be sert to yarrez

commurity. Complete the folking OHLY if you wazt yoor ballat
SEND ELECTION BALLOT TO:

ATy

Subset:

Page Handling

Copies: 1 1
e B
Page Scaling: Fit to Printable Area D
TR Cra) e
Auto-Rotate and Center
Fikd: Mailed:
Wi D001 Ballot [[] choose paper source by POF page size

ale

Units: Inches Zoom : 96%

[CIFrint to file
o 17 ————
[Pnnﬁng 'ﬁps] [ Advanced ] [ Summarize Comments ]

Receiving an AV Application and Sending an AV Ballot

.Clerk, Polling Location and Election Information q AV Infarmation

To receive an absentee ballot

Search Criteria

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLID#IQ
Election Date 2 [+

SSenee 3

AV Applications

Election Date

En EmEm

Election Description

AV Ballots Election 1

[Send J Roceive Pz ooies)

Election Date Election Description Sent

PrintDymo Label

application and show issuance of a
ballot:

Click the AV Information tab
Select the Election Date
Click Search

Click Receive in the AV
Applications box

PN PE

Sent Received

Continue to next page.
Print Dymo Labs|
Received

Spoiled Rejected

10



To send an absentee ballot:

5. Select the Lockout (BallotStyle is the
best option when multiple Ballot
Styles are used in a precinct)

6. Enter the ballot number*

7. Enter the date the ballot was sent

8. Select the Sent Format (fax and
email only applicable to military and
overseas voters)

9. Enter a Send to Address if the voter
requested the ballot be sent to an
address outside the jurisdiction

10. Click Save

Elections Management Portal for non-QVF Users Manual
Provided by the Michigan Bureau of Elections
Updated as of 10.10.2013

To receive an absentee ballot

: o D application:
Receive AV Application X

~Application Informati -, ~Send To Address 1 SEIGCt “is FPCA” (|f app"cable)
s 0 Line 1: [1700 STATE HIGHWAY V38 2. Enter date application was re_celved
PCA o — 3. Select the UOCAVA Status (if
R P Line 2: [MASS CITY MI 49948 .
Sent. [10/32013 & applicable)
Line 3: .
eceived: [10/3/2013 & " : 4. Click Save and Send Ballot
Line 4:
App 1 o
Reagﬂn: Select
Send AV Ballot
_-UOCAVA Status
@None  OMiltary O Overseas Ciilian O Overseas (|| Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED Lockout:
- None
_UOCAVA Status Election
Save and Send Ballo @®Mone  OMilitary O Overseas Civilian () Overseas (Legacy) g;ﬁg‘: o

~Ballot Status

Rejected ‘

Spoiled
-Ballot Infori ~Send To Addre!
allot # 00000003 Line 1: [1700 STATE HIGHWAY M38 |
oent; 1107372013 3 Line 2: |MASS CITY MI 49948 |
es OlnPerson @ Mail Line 3: | |
ent Format: OFax O Email Line 4- | |
FWAB Received: | & Line 5: | |

Undeliverable

105y Gl

S

*Important Note: If the EMP ballot is being sent via email, fax, or postal mail, number the Ballot with ET00001,
ET00002, etc.

Ensure the recording of the
application and ballot. A

Clerk, Pal

ling Location and Election Information ', | AV Information

~5Search Criteria

Election Date 1: | 11/5/2013 - NOVEMBER CONSOLID;ﬂ

completed transaction should
look similar to the image on the
right.

Election Date 2: |
AV Applications
Election Date Election Description Sent Received
Nov 05, 2013 NOVEMBER CONSOLIDATED ],/ ]/

AV Ballots Election 1

Print Dymo Labe|

Election Date Election Description

Nov 05, 2013 NOVEMBER CONSOLIDATED

Sent

f

Received Spoiled Rejected

11
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Provided by the Michigan Bureau of Elections
Updated as of 10.10.2013

Receiving an Absent Voter Ballot

When the voter has mailed back or returned the absent voter ballot, the Ballot Tracker must be updated to
reflect receipt of the ballot.

AV Ballots Election 1

m Delziz Print Dymo Label

Election Date Election Description Sent Received Spoiled Rejected

Mov 05, 2013 olW= Receive AV Ballot X

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

~UOCAVA Status

. @Mone  OMilitary O Overseas Civilian (O Overseas (Legacy)
To receive an AV ballot:

~Ballot Status

[JSpoiled  [JRejected

1. Click Receive
2. Correct the Received date if
necessary

g ~Ballot Information - ~Send To Address ~ L
3. Click Save

Ballot #: |E||J 000005 Line 1: |1.?|J 0 STATE HIGHWAY M38 f
Sent: |'||J-'3-'2|J13 & Line 2: |MASS CITY MI 49948 1

OlnPerson & Mail Line 3: |

Sent Format:

OFax O Email Line 4: |
FWAB Received: | & Line 5: | I
eceived: |10/7/2013 &a [ Undeliverable - - f
|

L3 e Coner |

Processing Spoiled or Rejected Ballots

AV Ballots Election 1

To spoil or reject a ballot: Election Date Election Description Sent Received  Spoiled  Rejected

Nav 05, 2013 =Y Receive AV Ballot X
Under AV Ballots L R RocoveAvEaet x|

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

Print Dymo Labz]

1. Select the Election Date ~UOCAVA Status _
2. Click Edit ‘ @None  OMiitary O Overseas Civilian O Overseas (Legacy) ‘
3. Select Spoiled or Rejected . :
4 Clle Save allot Status: . |
[JSpoiled  [JRejected > ‘
A . ) _~Ballot Infor i - ~Send To Add |
If the ballot Wa.S SpOIIed’ follow the instructions Ballot # ||J|_'|[u_‘uj[u_‘|5 Line 1 ‘1?!.'![! STATE HIGHWAY M38 :
on page 11 to issue a new ballot. If the ballot — — i
; Sent: | 10/7/2017 © Line 2: [MASS CITY MI 49948 i
was Rejected, another ballot may not be tne’|
reissued. Sont Format. O1n Person @Mall. ine 3:
OFax O Email Line 4: |
FWAB Received: | & Line &: ‘ |
Received: & [JUndeliverable h . I

% _
L
12
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Receiving a Federal Write-In Absentee Ballot (FWAB)

If a military or overseas voter submits a Federal Write-In Absentee Ballot (FWAB) the Ballot Tracker must be
updated to reflect receipt of the FWAB. For more information on the FWAB, refer to the Military and Overseas
Voter's Manual.

AV Ballots Election 1

1 -
Receive Dzlziz Print Dymo Labz|

Election Date Election Description Sent Received Spoiled Rejected

Nov 05, 2013 MEL  Receive AV Ballot 4

Election Date: 11/5/2013 - NOVEMBER CONSOLIDATED

~UOCAVA Status

C'Mone @ Military O OQverseas Civilian O Overseas (Legacy)

To receive a FWAB:
~Ballot Status

OSpoiled  [JRejected
1. Click Receive

2. Emer_the FWAB ~Ballot Information - ~Send To Address
Receiveddate | - : S
3 Click Save Ballot # ||_||_||_||_||_||_||_| 7 Line 1: |-1.- 10 KEMPPA RD
4. Click OK Sent: |10/3/2013 < Line 2: [TOIVOLA MI 49965
CinPerson O Mail Line 3: |
Sent Format:
O Fax & Email Line 4: |
FWAB Received: |10/07/2013 e A3 Line 5: |

Received: I:I &* [JUndeliverable

FWAB Received %

A\ You e s o ecord Pt Wt s Bt 440 |

FWAB=s may only be counted if the military or overseas voter

1. applied for and was sent an absentee ballot
2. did not retum the official absentee ballot by 8 p.m. election day

A countable FWAB must be duplicated by election or AVCB inspectors an

election day.
Q-

Marking a Ballot as Undeliverable
If a ballot is returned by the post office as Undeliverable mark the Undeliverable box in the Receive screen.

lR&ceived:| | ﬁ‘ %Undeliverable ‘

13



http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf?20130708102402
http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf?20130708102402
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Permanent Absent Voter List
The EMP allows for the printing of applications for all voters placed on the Permanent Absent Voter List.

To generate the AV List:

1. Select Permanent AV Elections Management Portal
Search Datauit Ragion
2. Selectthe Region Type Region Type: MY JURISDICTION Region
(if necessary) R WY URISOCION %
3' SeIECt EIECtion Date Region Type. | MY JURISICTION v Election Date 1: | 11/572013 Nu\'&MHERCuIJSOLIUAQ
4. Select the Precinct (if Ragion Election Date 2 @
necessary) P 8 o
5. Click Search D> Seoich | clos ]

Printing the Permanent AV Applications List
Applications may be printed in a variety of formats. The EMP system allows a user to print the entire form
(Standard), use a vendor form (Preprinted), or use a vendor Post Card form.

3 Search Criteria
To p_rlnt.the AV Region Type: | MY JURISDICTION [~] Election Date 1: | 11/5/2013 - NOVEMBER CONSOLIDA ]
appllcatlons: Region: Election Date 2: D
Precinct: | All D

1. Click Send Mass AV

Applications Send Mass AV Applications
2. MOdlfy the)Date Sent (lf Q}am b ° sl

necessary, Name ) o E1A E1 Eligi
3. Selectthe AV MCQVF, CARLENE CARYS St " ’

App“catlon Type oONUHE @ Standard i Preprinted (O Post Card

MCQVF, ELTON RAY

4. Select the Label Type Label Type =

(if necessary) O Onone ®30 Caunt 14 Count B
5. Click Generate =S g
6. Click Open B miare

Fom: 136.181.128.19
Q Open Save Cancel
creste + B Conbne + ) scare < son - [F] Foms» TP comeent

kR B 8§ % =

While files from the Irtemet can be useful, some files can potentially
ham your computer. Fyou da nat trust the source. do not open or

save this file.
g L »RTEA R S - R NEC SN
PR — App ecatian far Ahsand Vatar's Ballat P T
1:“‘!:#.[“” 1
sz MCGHT s 7.Review the document (labels will be
PAWELY IO ey = T the last pages of the document)
8.Click the Printer button
ox| B izl e (oo ern iy [owes ) 9.Select the Pages to print
@:’ ,“r'.. RICOH Aficia MP S001PCLE Document and Markuos ; 10_ Click OK
BICN = o
RE (&
il o T Important note: Once the
12'«’7-:3?-’3:'-1‘2"»3?3‘#&&3" T — applications are printed, app sent will
s be attached to the voter’s record. All
- — e B 0 future applications and/or labels will
. pr ke maraie v S have to be printed from the voter’s
[#] muto-Riotate and Center —w_ record
[ Chvocse papes sorce by POF page sie e
—. Jhnkhﬁe Unts: Inches Zoom © 9% s
Prrveng Tios | | Asvnced | [ Summarize Comments | @ o Cancel
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Statistics and Reports

Ballots Sent and Received
The EMP allows users to create a report for their jurisdiction showing the number of ballots sent and received

per precinct.

To generate the Ballots Sent and Received report:

1. Click Statistics and
Reports

2. Select the Region Type
(if necessary)

3. Select the Election Date

4. Select Ballots Sent and

Received
5. Click Generate Report
6. Click Open

Voter Search

ClerkiPolling Location
Verification

Election Data

Exchange

elcom
Elections Management Portal
Default Region

Region Type: | MY JURISDICTION Region:

Region

(2)

Region Type: MY JURISDICTION Region:

Report

Election Date: 11/8/2013 - NOVEMBER CONSOLIDATED o

o@ Ballots Sent And Retumed O AV List O Daily AV

i Precincts

5

I Generate Report |

Select Do you want 1o open or save this file?

| @ s
) Type: Adabe Accbat Document, 2,898

From: 136.181.128.19

Oper | [ Seve Cancel |

| Wihile files from the Intemet can be useful, some files can peterially
e harm your computer. I you do not trust the source, da not open ar
save this fle. What's the rsk?

The Ballots Sent and Returned Summary will open in a .pdf file. From this screen you can choose to print or
save the file.

_jrj Create ~ ':Tj;j Combine = J‘J Secure ~ _J/'( Sign ~ |E—| Forms - '> Comment ~
= R oo BB

_J'|H =7 1 /1 ik &9 ’[g SRONEETIE BT AR .
H e Ballots Sent And Retumed Summary 1

11/6:2M 2 - State General

Jurigdictione PawPaw Township (63000)

Fedderal Write In

Overseas Civilian Ballots Military Ballots Ballots

Ay Ballots Returned On Returred Retumed On Reaturned Retumed On Ratumed Received

Frecinct l==ued Time s %% Late /%0 I==ued Time /% Lae /%% [==0E] Time /% Lae /% Received Lde/%
mm1 [ 2- @% 2 - s o o o 1 1 - 100% o o o
mm2 1 1-1m% o o o o 1 1 - 100 o o o

Totds: 5 3 - % 2 - W% o o o 2 2 - 100% o o o




AV List Report
The EMP allows users to create a report to be used in the precinct or AVCB as the AV List.

Voter Search

Permanent AV Search
Street Index Search

tatistics and Reports

Poiling Location
tion

Election Data
Exchange

Welcome, VAI
Elections Management Portal
Default Region

Region Type: | MY JURISDICTION Region:

Region

2

Region Type: MY JURISDICTION Region-

(3]

O Daily AV

Report

Election Date: | 11/6/2013 - NOVEMBER CONSOLIDATED

O Ballots Sent And Returned Q} AV List

Sort Optiona

@ By Precinct And Last Name

Precincts
I Generate Report
Select
(O By Precinct And Ballot Number

To generate the AV List report:

1.Click Statistics and Reports

2.Select the Region Type (if
necessary)

3.Select the Election Date

4.Select AV List

5.Select Sort Options

6.Click Generate Report

7.Click Open

[ AL
m (O By Last Name

C By Ballot Number o

| Type: Adobe

Do you want to open or save this file?

Name: PAWPAWTWPX_2012-08-13_092937.pdf

Acobat Document

From: 136.181.128.19

Open | [ seve Cancel |

harm your computer

Whilz files from the Intemat can be useful, some files can potentially

¥ you do not trust the source. do not open or

save this file. Yhat 3 the rigk?

The AV List report will open in a .pdf file. From this screen you can choose to print or save the file.

__ﬂ Create ~ i Combine = ',‘ Secure A Sign ~ |=| Forms ~ [ ..'> Comment ~
> i el 4 ;

T R o B & D
— | . AL T & - L + .
) = =1 L Ik &g & [ 70.1% =
81272012 AV List For Paw Paw Township (63000) 1
11/6/2M2 - State General
Date App Date Ballot Date Ballot
“oter # Bdlot # Spoiled # “oter Mame / Mailed To Address Received  Mailedilssaed Returned Rejected
1 0000000 hd:quf, Babara Bise 9302012 9r02012
675 Hazen 5t B-102, Paw Paw hi 40070
2 000000z i, Caitlin Lindseny 1012012 102012 1042012
619 Paw Pan 5t Paw Paw hi 49079
ki 0oooooo: tdeqef, Faith Lynn 9302012 9502012
205 hiller Cx Apt 204, Pan Paw b 40079
4 ETOODDO e, Daniel Graham 202012 Dkl by 1042012
40853 Courty Road 383, Paw Paw b 40070
B ETOOODOZ g, George Andrew 9222012 zEM2 10452012
602 Hazen St Faw Paw hi 40070
Tass: Apps Ballots Edlats
Woters  Balots Spoiled Received  MaEledissued Raturned Rejected
kil 5 o kil kil 3 1]
Grand Tatdls: Apps Ballots Edlats
Woters  Balots Spoiled Received  MaEledissued Raturned Rejected
4 5 o 4 4 3 1]




Daily AV Report

The EMP allows users to create a Daily AV report to track daily absent voter activity.

Elections Management Portal

Permanent AV Search

Default Region

Region Type: MY JURISDICTION

E-Pollbook

Region

Cle

(2}

Region Type: MY JURISDICTION

Report

Election Date: | 11/5/2013 - NOVEMBER CONSOLIDATED o
2 Ballots Sent And Retumed O AV List % Daily AV
i Precincts
8 Generate Report
Select
2 selected.

Voter S h

Region:

Welcome, VANDERROESTV

Cloned a

To generate the Daily AV List
report:

1.Click Statistics and Reports

2.Select the Region Type (if
necessary)

3.Select the Election Date

4.Select Daily AV

5.Select Report Options

6.Click Generate Report

7.Click Open

Inbox- 162
Region:
Report Optiong

Applications Ballots-

[#] Sent [ Sent

[ Received [] Received
Date Range

Between: 10/08/2013 E

And: 10/08/2013 | §

Report Style
@ Listing O Labels

Do you wart to open or save this file?
[~ Name  Report.pdf

= Type: Adebe Acrobat Document, 2,898
From  136.181.128.19

e\

save thia fils. What's the rak?

Q Open | [ Seve

Whil fise from the Intemet can be useful, some fikss can patertialy
ham your computer. ¥ you do not trust the sourcs. do not open or

The Daily AV report will open in a .pdf file. From this screen you can choose to print or save the file.

-
&y it T | ¥ . g
e Create ~ ':E:"j Combine = 1| Secure v /( Sign * |E—| Forms = ._.'5 Comment +
A .
L] A oo B B ©
= " 1lgr ok & & (@ @ [aw|- i = -
L_J N ‘ =
af13 fa012 Daily AV RBpDI‘l 1
11/6/2012 - State General
Courting Applicdions Edllots
Frecind  Board Hame Address Sert Returned Sent Returned
Joood George Andrew hcqut 608 Hazen 5t, Paw Paw hi 99079 T A N N
oopo Caitiin Lind=ey hicquf 619 Faw Faw 5t, Pan Pau b 43079 i A T M
Do00: Caniel Grabam hieguf 402483 County Road 252, Paw Paw b 40079 H W N N
oooo Faith Lyon hcquf 205 Mller Cx At 204, Paw Paw hd 40070 ¥ W N M
oooo Barbara Biza hioquf 675 Hazen £t B-10Z, Paw Paw b 40070 T W ki M
Total 4 a i 3




E-Pollbook

The EMP allows non-QVF users to export the Electronic Pollbook (EPB) software and upload EPB voter history
via an internet connection. Refer to the Electronic Pollbook User Manual for complete instructions on how to
operate and maintain the EPB software.

Necessary non-EMP steps to be taken prior to EPB download

Because AV ballot information is entered into QVF or the EMP, it is recommended that downloading of the EPB
software occur after the 4 p.m. AV ballot issuance deadline on the Monday before the election. If this is not
possible, a supplemental list of absent voter ballots issued after the EPB download must be supplied to the
precinct(s). This will require election inspectors to check that list for each voter. There is not a way to add
absent voter information electronically after the EPB download. Practicing the following steps prior to election
day is recommended.

Reviewing QVF Options

Prior to download, ensure Global Geography settings have been previously set in QVF by your County Clerk
(see Chapter 3 of the QVF Manual)), especially if using combined precincts or split precincts with more than
one ballot style. To ensure the names of ballot styles setup in Global Geography are listed in the EPB software,
set Options in QVF to show ballot style aliases.

Michigan Qualified Voter File
ile View Reports SysAdmin Elections Data Maint. Window Help

Voter Search by Voter ID Ctrl+5
Voter Search by Mame Ctrl+N

Recent Records Viewed 3
i Vaoter Registration F2
To §et ballot style aliases, OVE Inbox .
login to QVF and: T &
Voting History Fo

1. Click File Equipment Inventory F7

2. Click Options AV Scan -

3. Select “Print ballot Petitions (obsolete .
style aliases rather petitm(sﬁ,ch ) LR 0 Y
than ballOt Style Petitions Consolidator X Cancel | ? Help |
nameS” by CIiCking the Electronic Poll Book
box Mass AV Applications [ Default regiztration date to the last registration date izzued

4. Click OK GEMS Export [V Automatically save/restore card and notice print settings

Unity Export [ Coordinate ballot numbering from different screens
OOptions [v Print clerk name on cards/notices
Print Setup [~ Print clerk title on AV Apps
[~ Print akternati
Exit

[w Display/print ballot style aliases rather than baliot style names

Display elections held on or after 1u1ru1r2c|uu

Deszignated zingle-label printer: |(NONE}

Lef Lol

Default Label Size: |Small -3 across



http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536
http://www.mi.gov/sos/0,4670,7-127-1633_11976_12001-240175--,00.html
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Downloading the EPB Software from EMP

Logging in to the Privacy Zone and creating a folder

Every time the flash drive is unplugged from a computer, the flash drive will be logged out of the Privacy Zone
for security reasons. The Privacy Zone of the encrypted flash drive must be open during this process. Note:
Please review the complete Electronic Pollbook User Manual for more information on the Privacy Zone.

. . 2 =130
To login to the Privacy —— : ﬂﬂ_m
) : File Edit View Favorites Tools Help t"
Zone, insert the encrypted : =
flash drive into a USB port O Q [ Psercr [ rokes [
and: | Address |%e® Er\ D €T
& Mame size | Type Date Modifi
1.Double click V- Fle and Foliesy S S Application
Safel00.exe & Make a new folder Mvsafelon.exe  1,683KB Application  3/16/20105
@ Publish this folder to
the Web
[ share this folder D VESare 00 llogin X
2.Enter strong password
Other Places ES Password:

3.Click OK

4.Right click anywhere in
the window and select

(E:) Publi
New Removable Di
' File System: R
1 objects
5.Click Folder

6.Name the folder by typing in the box
and hitting Enter. Using the date of
the election for the folder name will
identify the files if there is ever a
guestion in the future.

i My Computer
ﬂ My Documents
‘ﬂ My Network Places

o M=)

e““““““

. File

J

: Address % E:\ D Go
Folders Mame Size  Type Date Modifiec
@ Desktop Shortcut
ﬂ My Documents

¥l ogout Privacy zane 2KB  Shorteut 2/21/2012 4.,

= ¢ My Computer
% (C:) Local Disk
‘2 (D:) DVD-RAM Drive
=) == (E:) PrivacyZone
G; Control Panel

‘g My Network Places

Edit VWiew Favorites Tools Help l'.u'
\_) l-ﬁ /':\J Search ‘H’:‘ Folders '

View 3

Arrange Icons By 3

Refresh

x
1
=

%]

7.Click on the red X to close the window

#l Recyde Bin
(3 I | <] Undo Delete
1 objects
Properties m Short
[5= ﬂﬁi
. File Edit View Favorites Tools Help ':'
O (] l.ﬁ P ) Bearch ‘H’j“ Folders '
! Address |%e® E:\ D Go
Folders x MName Size | Type Date Modifiec
(B} Desktap [Z] File Folder
@ My Documents y y
= :g My Computer File Folder 2{21/2012 4.,
ﬂlv (C:) Local Disk Shortcut
2 (D:) DVD-RAM Drive
1= = (E:) PrivacyZone ¥l ogout Privacy zane 2KB Shortout 2(21/2012 4.,
[T ElectionDate
¥ control Panel
\Q My Network Places g
3 T (< w 3]
1 objects selected :e My Computer
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http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536

Open EMP and create EPB software
The EMP web application creates the EPB software, essentially taking the voter registration data in QVF
and putting it in an easy to use format for election inspectors to use on a laptop.

To create the EPB software, login to the EMP and:

1. Click E-Pollbook
2. Select the Region Type & Name (your jurisdiction information is defaulted; the region type

should be changed if you are .
[ wcgengos fome | 505 ame | st ap 722  onon s | Fome | connasos | |

conducting an election for a
district that crosses over to Voter Search ,
another jurisdiction, e.g. | [NERENGT. Elections Management Portal
school or library district) | - Default Region
3. Choose the Election Date | Region Type: | MY JURISDICTION Region:
4. Select the Precinct Type.
Combined Precinct should
be selected if using

E-Pollbook Request | Import Voter History

combined precincts. Note: PR oo Request an E-Pollbaok
combined precincts must be Exchango 2]
Setup by the County |n the Region Type: | MY JURISDICTION
QVF Global Geography Region Hame: o
modu|e (See Chapter 3 Of M Election Date: | 11/56/2013 - NOVEMBER CONSOLIDATED
the QVF Manual), prior to Precinct Type: | WARD PRECINCT
th|s dOWnloa_d Encryption Password: StrnngF’wdQDHe
5. Enter a Strong Password — d

A strong password contains

at least eight upper and )
. Available E-Pollbooks

lower case characters with =3

at least one number or

symbol There are no E-Pollbooks available.

6. Click Export

Once Export has been selected, the EMP sends a message to QVF to create your jurisdiction’s EPB file. This
process could be as quick as a minute or up to an hour depending on how many requests are being processed
at the same time. The system will send you confirmation that your download is ready to your merit email
account or you may occasionally refresh the screen by clicking the Refresh button.

| E-Pollbook Request | Import Vater History

Request an E-Pollbook:

Your reque been-submi - ok is available for download a notification will be sent
toy merit account (BOHEMIA-TW@MIQVF.ORG).

Region Type: | MY JURISDICTION

Region Mame:
Election Date: | 11/5/2013 - NOVEMBER CONSOLIDATED
Precinct Type: | WARD PRECINCT

Encryption Password: | StrongPwd2013

Available E-Pollbooks
| _Download | | Refresy
Election Date Election Description Region Name Creation Date Request Status k

11/05/2013 NOVEMBER COMSOLIDATED BOHEMIA TOWNSHIP 10/08/2013 Complete



http://www.mi.gov/sos/0,4670,7-127-1633_11976_12001-240175--,00.html
http://www.mi.gov/sos/0,4670,7-127-1633_11976_12001-240175--,00.html

Once the download is available:

Elections Management Portal for non-QVF Users Manual
Provided by the Michigan Bureau of Elections
Updated as of 10.10.2013

1. Select the
Elgctlon Date
2. Click Download
3. Click the arrow ]
t to Save Available E-Pollbooks
nex 2 Download
4. Select Save as _ . — _ ,
Election Date Election Description Region Name Creation Date Request Status
11/05/2013 oNOVEMBER CONSOLIDATED BOHEMIA TOWNSHIP 10/08/2013 Complete

Do you want to run or save NOVEMBER_CONSOLIDATED. BOHEMIA_TOWNSHIP _exe (8.69 MB) from staging.sos.state.mi.us?

Save

Save as
Save and run
|4& Save As _'; =5
@_ »mpu‘ter 3 Prwacylone([;)_—b - - | 43 |I| Search PrivacyZone (D:) }il
5. Make sure the I Orgizav New folder § =~ @
Privacy Zone is i eN . e e
Selected = Pictures | ElectionDate 2/4/2013 2:29 PM File folder
B2 Videos &l Logou P Type Fie folder |
& Save s s Al e AR L, JEa
. #§ Homegroup ®.| ). + Computer » PrivacyZone (D) » ElectionDate ~ [ 43 || Search ElectionDat= £l
6. Double click the - — = =
. 18 Computer Organize ~ New folder =~ @
[EleCtlonDate] & Local Dk () [ Documents = Name . Date modified Type
e PrivacyZone (D:) .
folder 6:_ HpiR:Ey;:QVERV & é’ :':i;s IS} NOVEMBER_CONSOLIDATED_MAPLE_GR... 2/4/20132:22PM  Application
s HPTOOLS(F) B Videos |
File name; [ENENEENES] @ |
. Save as type: emegrese
7. Click Save 18 Computer
‘= Hide Folders &, Local Disk (C2)
e PrivacyZone (D)
The EPB Software has now (s HP_RECOVERY (E
been saved and may be taken to the EPB S HRTOOLS ) | '
Iaptop for installation. Refer to the Electronic File name: NOVEMBER_CONSOLIDATED_MAPLE_GROVE_TOWNSHIP -
Pollbook User Manual for full instruction. Sove 3 types [ Application -]
(' Hide Folders

If you attempt to submit a duplicate request for the same
election, the message to the right will be displayed. If you wish
to override the first file you requested, simply click Download.
If you requested a new download mistakenly, simply click

Done.
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Pending E-Pollbook

There is currently an E-Pollbook
pending creation identical to the one
you are attempting to downloading.

Do you wish to continue to
download this E-Pollbook?

|Download) ‘Done

-



http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536
http://www.mi.gov/documents/sos/EPB_manual_final_380101_7.pdf?20130708103536

Importing the EPB Voter History File

Within seven days of the certification of the election, voter history must be uploaded into the EMP or QVF.

To enter Voter History via the EMP, login to EMP, insert the encrypted flash drive into a USB port and login to
the Privacy Zone.

In EMP:

1.
2.

No

Department of State

Ruth Johns8n, Secretary of State

Select the Import Welcome, VANDERROESTV | Clonec
Voting History
tab

Click Browse —
______________________________ ‘ Export Data for Electronic Poll Book mport Voting History from Electronic Poll Book
Select the

Inbox: 1

Privacy Zone by

" . Import Voter History
double clicking

CIerkIPoIImg Location

Double click the [Elecfion Data ]
Election Date Exchange Select Your History File to Upload: e
Browse
folder BT
Click Open .
. Look in: | & My Computer - e E-
Click Import Y e Ctecionk Pmport |
_._9 L, (D:) DVD-RAM Drive
My Recert| (E:) PrivacvZone
Docunerts
L_j‘ Open, (7]
Desktop Look in: [« () PrvacyZone | emcrE-
A ElectionDate
%) —
My Documents My Recert
Documents Uper [?]%]
7
J,E LJ Look in; [ 3 BectanDate x| « Bk
My Compater Deskiop y
\j 7} My Recent
Myﬁr\.mm File nant] My Documents Documoris
e Files of T u
'_1)'; Desktop
My Computer
G e
HNP?IEMO« Fill
S =
4 Wy Computer
e
Myp‘Ndwuk File name lept_history. TXT M 6=

When Voter History is complete, the screen will show the Total Records Processed. This number relates to the
number of voters that voted in that election and precinct.

Export Data for Electronic Poll Book Import Voting History from Electranic Poll Book

Import Voter History

Total Records: 30
Records Processed: 30
Updates Applied: 30

NOTE: Voters added to the Unlisted tab or voters that were issued a Provisional-Envelope ballot will not
automatically update. If those voters’ ballots were processed, they must be added to QVF and updated using

the old Precinct List method (File — Voting History in QVF). Please work with your County Clerk to complete
this process as necessary.



Street Index Search

The EMP may be used to look up QVF street index information. This information could help locate which Clerk
to forward a voter registration form that does not fall within your jurisdiction or help a voter locate their local

Clerk.
To perform a Street Index Search:

Click Street Index Search
Select the Search Criteria
Click Search

View the results

pwONE

Voter Search

Elections Management Portal

eSearch Criteria

County” | VAN BUREN - 80 [~]
Jurisdiction: | PAW PAW TOWNSHIP - 63000 [~]

treet Index Search

Street Mame: hazen

Zip:

Election Data
Exchange

O

Jurisdiction Numbers
HAZEN ST PAW PAW TOWNSHIP 137410
HAZEN ST PAW PAW TOWNSHIP 200-T18 E
HAZEN ST PAW PAW TOWNSHIP 743-52499 0
HAZEN ST PAW PAW TOWNSHIP 744-52500 E

Inbox: 71 |

Zip

49079
43079
49079

49079

Welcome, PAWPA

My Profile |

County
VAN BUREN

VAN BUREN
VAN BUREN

VAN BUREN

Michigen.gov Home | SOS Home | Site Map | FAQ | Online Servioss | Forms | Contact SOS | State Web Sites
Frivacy Folics | Link Folics | Accessibility Polics | Securit Polior | Michiaan News | Michisan oo Survev

Viewing QVF Inbox Transactions

The EMP allows users to view their QVF Inbox transactions.

To view QVF Inbox transactions:

1. Click Inbox

2. Select the triangle
next to the voters
name to view Inbox
Detail for a voter

[ A

Welcome, VANDERROESTV | Cloned as: FVSULKANENE09460

Elections Management Portal

olnl:c:s' 162 | My Profile

Full Name DLN Action
u MCQVF, JEAM LEE M345678301234 NAME CHANGE
u MCQVF, JOHMATHON MICHAEL NAME CHANGE
u MCQVF, DEAN MATTHEW MB64224687896 NAME CHANGE
w MCQVF, DEAN MATTHEW L260744887993 CHANGED ADDRESS TO

E

xit Cloning
| Sign Out

¥

Show | 25

Action Date

9/26/2013
9/26/2013
9/26/2013

3/27/2008

Action Data: CHANGED ADDRESS TO - 3500 E COURTNEY LAKE RD MASS CITY MI 49948 (BOHEMIA TOWN SHIP)
Voter ID: 8624271 Address 1: 3500 E COURTNEY LAKE RD
Reg Date: 71121977 Address 2: MASS CITY MI 49948
Gender: M County: ONTONAGON
MVIP: N Jurisdiction: BOHEMIA TOWNSHIP



Changing Password

The QVF Help Desk assigns the EMP username and password. If you do not know your password or your
account has become inactive, contact the QVF Help Desk at 1-800-310-5697 for assistance.

To change the password assigned:

1. Click My Profile
2. Enter the Old Password and the New Password in both the New Password and the Verify New Password

fields
3. Click Submit Elections Management Portal o n”m

| Change Password | Replication Information

e:hange Password for PAWPAWTWPX

Old Password:
New Password:

N Verify New Password:

Glossary

Dymo Label Printer — A printer designed to print labels. This printer is not required to use EMP but as in
QVF the EMP is programmed to accommodate the printer if a jurisdiction has one connected to the EMP
computer.

FPCA - Federal Post Card Application — An application available at www.fvap.gov for Military and
Overseas Voters to use to register to vote and/or request an absentee ballot. See the Military and
Overseas Voters Manual for full details.

Permanent Absent Voter List — A list voters may request to be placed on to automatically receive
absentee ballot applications for every election. See the Clerk Accreditation Manual for full details.

Region Type — A jurisdiction, county, or a generic (or unspecified) grouping of districts, other than
counties or jurisdictions that conduct elections. Examples would be "School Districts," "Villages,"
“Community Colleges" etc.

Street Index — The listing of streets in QVF that identify a jurisdictions district boundaries.



http://www.fvap.gov/
http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf
http://www.mi.gov/documents/sos/Military_overseas_manual_396041_7.pdf
http://w3.mi.gov/documents/sos/VI_Michigans_Absentee_Voting_Process_265992_7.pdf
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